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Inserting WinSales Merge Fields Into Word Documents

WinSales Version: 5.x

Revision Date: 3/15/2005
Support Document: sup160

Question: How do I insert a new merge field into a Microsoft Word document in WinSales 5.0?

Answer: In WinSales 5.0 with the removal of the WINSALES.HDR file for merging between the WinSales database and the Microsoft Word document has changed the process for inserting merge fields. In prior versions of WinSales users added merge fields to the WINSALES.HDR which was attached to the form letter in Word 6.0/97/2000 as a Header Source and then inserted the field into the document in Word using the Insert Merge Field button where the fields in the WINSALES.HDR were listed.

In WinSales 5.0 with the removal of the WINSALES.HDR from the merge process your form letters in Word no longer need the Header Source defined as the WINSALES.HDR. This conforms with Word 2002 and the removal of the HEADER SOURCE from the Microsoft Word mail merge process. 

To Remove the WINSALES.HDR from You Word Document:
1. Open the document in Word.

2. Select MAIL MERGE from the TOOLS menu (or Setup Main Document button in XP).

3. Select CREATE + RESTORE TO NORMAL WORD DOCUMENT.

To add a merge field from WinSales keep in mind that the field MUST be located on the Contact window.  Fields in other windows within WinSales cannot be used as a merge field.
1. Open an existing mergable document in Word or create a new document by making a copy of an existing mergable document from your letter directory and rename it.  

To make a copy of a letter-
· Highlight a letter in your directory then right mouse click and select COPY.

· Click your mouse in a blank area of the letter directory, right mouse click and select PASTE.  A copy of the letter will appear at the bottom of the letter list.
· Highlight and right mouse click the copy and select RENAME.  Type a new name over the existing name.
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2. Copy an existing merge field in the document and paste it where you want your new field to be located. 

· Highlight a merge field then right mouse click and select COPY.

· Click your curser where you want to place the field then right mouse click and select PASTE.
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3. Change the field name to match how the new merge field appears in the Contact window.
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4. Highlight the new merge field and right click then select TOGGLE FIELD.
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5. That will change the merge field to it’s original value.
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6. Change the value to the new value leaving the word MERGEFIELD in place for example : [MERGEFIELD JobTitle]. Note that MERGEFIELD has no space and must be uppercase.

7. Highlight and right click on the merge field then select TOGGLE FIELD again.  The merge field will change back to the new name.
8. SAVE the Word document.
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9. You must now add the new merge field to the winsales_mapping.xml file if it is not already there. The winsales_mapping.xml is in the local client WINSALES directory and can be opened using NOTEPAD. Copy and paste an existing line and update the field to match the value you are inserting (for example: <mapping database="Job Title" document="JobTitle"/>). For more information see Sup161.

http://www.silentpartner.com/support/sup161.doc
Silent Partner, Ltd


7829 Center Blvd SE #316


Snoqualmie, WA  98065
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